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Introduction

The WDEG601 WISE Annual District Report is completed by the school district in order to report the
district’s detailed revenue and expenditure activity for the previous fiscal year. The information reported
by the district in the report is used for adjustments to the WIDE100, several state reports including Stat
#3, and numerous federal reports such as the CCD fiscal report, F-33 Bureau of the Census fiscal report,
Impact Aid, REAP, Maintenance of Effort, and Food Match. The WDE Finance Unit and the
Department of Audit review the WDEGO1 to ensure correctness in reporting and perform a crosscheck
with the other School Foundation forms in an effort to ensure consistency in the district’s data. Due to
the level of impact these data have on school districts, please ensure adequate time to complete the

collection and review for accuracy, completeness, and sensibility. If you should have questions regarding
the WDEG601 SRM collection, please contact:

e Kim Motrow at (307) 777-6000 ot kimbetly.morrow(@wyo.gov

School Districts are required to submit a variety of data collections each year. The data collected by
the Wyoming Department of Education (WDE) is critical and essential to the continual growth of
Wyoming’s education system. Data are utilized in an array of fashions, which include (but are not limited
to) funding models, Adequate Yearly Progress, and special education programs.

WDEG601 Authority

There are numerous authorities that allow the WDE to collect data for the WDEG601 collection. The
different authorities have been listed below.

Wyoming Statute § 21-2-203
Wyoming Statute § 21-3-110(a)(v)
Wyoming Statute § 21-13-117(a)(1)

Wyoming Statute § 21-13-101 through Wyoming Statute § 21-13-331
WDE Rules and Regulations, Chapter 5, 8 and 20

Collection Schedule

Collection Window:
07/01/2015 - 08/12/2015

The WDEG601 is due August 12, 2015.

It is highly recommended that each school district load data by Wednesday, August 5, 2015. This will
ensure that data can be validated and errors can be corrected before the due date.

School district personnel may upload data and submit files at any time on any day of the collection
window.



mailto:kimberly.morrow@wyo.gov
http://legisweb.state.wy.us/statutes/statutes.aspx?file=titles/Title21/T21CH2AR2.htm
http://legisweb.state.wy.us/statutes/statutes.aspx?file=titles/Title21/T21CH3AR1.htm
http://legisweb.state.wy.us/statutes/statutes.aspx?file=titles/Title21/T21CH13.htm
http://legisweb.state.wy.us/statutes/statutes.aspx?file=titles/Title21/T21CH13.htm
http://soswy.state.wy.us/Rules/RULES/8119.pdf

Instructions

Wyoming State Report Manager (SRM) provides districts with a way to ensure that reporting data meets
the WDE validation standards before official submission. The process is divided into several steps:
Exporting data from local accounting systems to the appropriate file format (p. 25).

Upload or manually enter data to the Wyoming SRM server to run a data trial (p. 4).

View the trial summary and the violations listings (p. 15).

Correct invalid data (p. 10).

Revalidate the data.

A N

Repeat step 3 through 5 until the trial runs without errors.
7. Certity and submit the data (p. 21).

Trial data

Before you submitting data to the WDE, districts must make sure that the data is error-free. Wyoming
SRM enables districts to tun trials against the WDE's validation rules. After running a trial, districts can
view reports that show errors that were found with the data. Districts are able to correct errors and rerun
trials until the data is error free.

When a trial is completed, a summary of the trial which has links to more details about the trial results is
available for review. Records from the trial are organized by their types or by their error status. Districts
can search these listings based on values contained in the records.

Data validation rules
Wyoming SRM data validation rules are defined by the WDE. For a complete listing of current data

validation rules, see the WDE WISE website at: http://portals.edu.wyoming.cov/WISE /

Uploading Data Files
Districts must upload data to the WDE's Wyoming SRM server before running a trial. Data files must be

propetly formatted. (See appendix A)

Certifying data files

Once the data can pass trial validation, districts can certify and submit data to the WDE. By certifying a
file, the user attests that the information being submitting is accurate and complete. Users cannot certify a
file that has trial errors, but can certify a file that has trial warnings.

When certifying a file, it is automatically sent to the WDE. Therefore, districts should not certify data until
they have made all necessary edits.



http://portals.edu.wyoming.gov/WISE/

A. Accessing the SRM

In order to run a trial and submit data to the WDE, the user must first access the SRM by logging into
Fusion. By utilizing Fusion to access the SRM, collections such as the WDEG01 can be accessed by
specific users assigned by the district. The following steps outline how to access the WDEG601 collection:

1. Access the Fusion site at http://fusion.edu.wyoming.cov/MySites/Home/default.aspx .

2. Click Login below the title bar.

WYOMING EDUCATIO

FUSION

Login Regquest Login Password Help Find Fusion Administrator Site Map Help About Fusion Contact Us

P
Applications

3. Enter the user name and password. Please note that the user ID and password are case-sensitive.

Connect to fusion.edu.wyoming.gov

=

D

The server fusion. edu.wyoming.gow at
Fusion.edu. wyoming. gov requires a username and password,

User name: | € jcicarell [V]

Password: ...o..oo..|

Remember my password

I a4 l[ Cancel ]

@ Note: If the user does not have a Fusion acconnt, or has forgotten the password, select Request Login or Password
Help at the top of the screen.

4. Select Applications at the top of the page.

Hello, JED CICARELLI!

Home Directory ata Collection "Data Reporting ' Career Guidance Communities

A

pplications

Fusion Home ‘ My Page WDE Home ' Communication Center



http://fusion.edu.wyoming.gov/MySites/Home/default.aspx

5. Under My Applications, click on the State Report Manager link.

Hello, JED RELLI! Logout Find Fusion Administrator Site Map Help About Fusion

Home' Directory Data Collection Data Reporting Career Guidance Communities Applications

Applications Home | State Report Manager | Communication Center |

Applications * My Applications “Whom Do TASk? SEARCH

Application Links My Applications

Request Access to an
Application

AR BookFinder
Find a Book with Lexiles
GoWyld

State Report Manager

6. After successfully logging in, the district page will load. This page contains links and the status of all
open SRM collections specific to your district for which the user has access rights. Locate the
WDEG601 District Annual Financial Report collection under Current State Reports. Click on the
blue link under Trail Name called Run a Trial.

State Report Manager
Logout: albanyl Meed Help?

Welcome to the Wyoming Department of Education State Report Manager
'WDE has identified the following state reports. Please select a state report by clicking on a name below:
Current State Reports

Name Collection Start Date  Due Date Trial Name  Trial Date Submission Status

SifCheck - Fitered WDEG00 SIF Objects (2010-2011) Aug 1, 2009 Run a Trial

SifCheck - Filtered WDEG85 SIF Objects (2010-2011) Aug 15, 2010 Latest Trial 03-23-2011 8:37pm NOT SENT

Backup Trial  03-23-2011 9:05am NOT SENT

WDE425 Special Education (Nov 2010) Mov 1, 2010 Nov 12, 2010  Sent Tril 11-04-2010 10:02am  SENT

WDE427 Special Education (Jun 2010) May 17, 2010 Jun 11, 2010 Sent Trial 06-03-2010 2:31pm SENT

WDE427 Special Education (Jun 2011) May 17, 2011 Jun 10, 2011 Run a Trial

WDEBDQD Attendance and Membership (Jun 2010) Jun 1, 2010 Jun 15, 2010 Sent Trial 06-18-201Q 11:54am  SENT

WDEG00 Attendance and Membership (Jun 2011) Jun 1, 2011 Jun 15, 2011 Run 3 Trial

WDEG01 District Annual Financial Report (2009-2010) Jul 1, 2010 Aug 12, 2010  Sent Trial SENT

WDEBD1 District Annual Financial Report (2010-2011) Jul 1, 2011 Aug 12, 2011 Run a Trial

WDEB02 Salary Schedule (Oct 2010) Oct 1, 2010 Oct 27, 2010 Sent Trial 09-29-2010 7:23am SENT

WDEG02 Staff Employment, Assignments, and Experience (Oct 2010)  Oct 1, 2010 Qct 27, 2010  Sent Trial 01-12-2011 6:50am SENT

B. Importing District Data

The SRM application will take the user directly to the Import Source Data Screen. Some users may not
have a data file to import and therefore will need to manually enter their data. This process is shown in
Section C.

@ Note: If the user will not be inporting any data files, simply select Inport without loading any files

Before creating a data file for upload, review the data elements document available on the WISE website:
http://portals.edu.wyoming.gcov/WISE/. The data element document contains definitions of each
required element, accepted values, and the proper layout. Once compiled, the spreadsheet must be saved
as a Comma-Separated Value file (CSV). Please refer to Appendix A for detailed instructions on creating
a.CSV file.



http://portals.edu.wyoming.gov/WISE/

1. Once the .CSV file has been created and saved, the next step is to import the data files. Districts
have the option of importing all or a portion of their WDEGO01 data. Select Browse to locate the
revenue, expenditure, bond election, or home school file to upload. (see diagram below)

State Report Manager

Logout: Jed Cicareli

Need Help?
Home > District 0301000 > WDEG01 District Annual Financial Report (2009-2010) > Import Source Data

Please upload your data files. You can upload tab-delimited (.TXT) or comma-separated (.CSV) fies. If a fle is large, you may zip i first. Uploaded fies muw than 20
MB.

Select File to upload (601Revenue): (optional) || Browse..

[ |
Select File to upload (601Expense): (optional) [ | Browse.. |
Select File to upload (601BondElection): (optional) [ || Browse... |
Select File to upload (601HomeSchool): (optional) [ | Browss.. |

L import L cancel ]

2. To upload district data file(s), navigate to the location of the desired file.

a. After the file is located, select the file, then select Open. (see diagram below)

Choose File to Upload @
Look jn: | = Local Disk [C:] R e N s e
| 1,36 newfile.enc
\Aﬁ |20 audit newkey
MpFRecent  |[C3DELL Y ReMamer exe
Documents ) Documents and Settings E_]wdellJDDataLoader.accdb
9 D Irkel
CIMBA
Desktop M5OCache
. [horacle
J )Personal
|2)Pragram Files
My Documents S TEMP
— (L WINDOWS
nj_g @j Backup of Insurance1601000, %k
My Cornputer ‘:] bar.emf
EDI_YPR. g
<
-
My Network  File name: | j Open |
Places
Files of type: |41l Files [ -l Cancel

@ Note: The user will be returned to the Import Source Data screen where the user can browse for additional
files and upload multiple files in one step.




3. 'The next step will be to import the files selected in the previous steps. From the Import Source

Data screen, click on the Import button in the middle of the screen.

~

Logout: Jed Cicarell

Home > District 0101000 > WDE601 District Annual Financial Report (2009-2010) > Import Source Data

Please upload your data fies. You can upload tab-deimited (.TXT) or comma-separated (.CSV) fies. If a fle is large, you may zip it first. Uploaded fles must be smaller than 20
MB

Select File to upload (601Revenue): (optional) C:\Documents and Settings\jcicar\Desktop\0101000 Testing\601_R| Browse
Select File to upload (601Expense): (optional) C:\Documents and Settings\jcicar\Desktop\0101000 Testing\601_F| Browse.
Select File to upload (601BondElection): (optional) Browse.
Select File to upload (601HomeSchool): (optional) Browse.

N oy
State Report Manager

leed Help?

@ Note: Users can import additional files at later times with the option to replace or add to the records that have

already been imported or entered manually. See Section 1 for appending or replacing files.

C. Revenue File
Entering Data Manually

Users may enter data manually, add to records after importing files, or edit existing records. The following

steps will guide you through the manual entry process.

@ Note: Users can easily move from screen to screen by using the “bread crumb” trail at the top of the screen. The link
named WDEG601 District Annual Financial Report (2011-12) s #he main page of the WDEGOT collection.

Users can use these links to navigate through the WDEGOT collection.

Logout: Jed Cicareli

Home = District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > 601Expenses violating R090a3 = 20 OTHER

O e sorrine
State Report Manager

Need Help?

1. Select the Records link under the double stack of paper to the right of the screen.

~

Loaout: Jed Cicareli

Home > District 0101000 > WDE601 District Annual Financial Report (2009-2010)

Submitted: This state report has not yet been sent to WDE.

0
State Report Manager

Latest Trial E@
Generated: 04-15-2010 10:13am %
Errors (64 Records (700; Reports
Warnings (5

Need Help?




2. 'The next screen is the Latest Trial screen. Select the file on the left of the screen to add or edit

records.

Logout: Jed Cicareli

Home > District 0101000 > WDEgO1 District Annual Financial Report (2000-2010) > Latest Trial

Generated 04-15-2011

Records

o s
State Report Manager

Meed Help?

Violations Reports
601Revenues 61 Errors Violations Summary (M5 Excel
601Expenses 639 R09058 - Invalid FundCode for DistrictID 15 Errors WDES01 Code List (MS Excel
giBonddlectons o Loreed-Invaid FundCode for DiswialD 45 Frrars WDE601 Detai Report (MS Excel)
601HomeSchools 0 R09063 - Invalid FundCode for FundGroupCode, Object Code, and Function Code 3 Errars WDE601 Annual District Report (M5 Excel)
R0O9065 - Invalid FundCode for FundGroupCode and RevenueSourceCode 1 Error T B o TR E]
Warnings WDE601 Revenue Pivot (MS Excel
R09039 - Amount must be greater than zero. 5 Warnings

Adding a Revenue Record
1. The All 601Revenues screen will appear similar to the one below if data was imported. If the user
has not imported any data, the screen will be similar, with the exception that no data will be shown in

the field list in the center of the screen.

a. To add a record, click on the Add a record button at the bottom of the screen.

L
State Report Manager
Logout: Jed Cicareli HNeed Help?
Home > District 0101000 > WDEG01 District Annual Financial Report (2008-2010) > Latest Trial > All 601R
Show: | Al 601Revenues 1w
Showing 1-10 of 61 Page| 1llof7| G| >> >> Rows per page: | 10 | v
Show Search Fields to search for items in the list.
[ Fund ode & eCode FundCode TargetID PaidFrom StudentCount Amount
™ View O 01 81111 (n/a) 0101000 $3,919,085.56
~ Vew 0 01 81120 (n/a) 0101000 $264,726.44
[~ Vew 0 01 81130 (n/a) 0101000 $9,194.48
r  Yew O 01 81140 (n/a) 0101000 $8,081.42
r Ve 0 01 81510 (n/a) 0101000 $26,827.81
r  Vew O 01 81590 (n/a) 0101000 $7,028.48
~  Vew O 01 81990 (n/a) 0101000 $91,321.81
M Vew 0 01 82, (n/a) 0101000 $978,393.36
™ View 01 120 (n/a) 0101000 $88,182.50
M Vew O 01 82130 (n/a) 0101000 $8,635.30
Showing 1-10 of 61 Page| 1|of7| 68| >> >> Rows per page: | 10 |~

b. Choose the appropriate Fund Group, RevenueSourceCode, FundCode (if applicable), and
TargetlD, from the drop-down lists. If the record is for tuition revenue, enter the text for
source of the payment in the PaidFrom field, as well as the StudentCount number. Enter the
amount of the revenue in the last field (see arrows on the following page).




State Report Manager

Logout: Jed Cicarelii Need Hi

Home > District 0101000 » WDESD1 District Annual Financial Report (2010-2011) > Latest Trial > All 601Revenves > Add Record

D CInED € G

Remember to also update your source data.

Element Value
DistrictID *
FundGroupCode = | Please select v
RevenueSourceCode + <
FundCode
TargetID
—

PaidFrom [ | <&

<
StudentCount [ ¢
Amount * o

<
e T

c.  Users have the option to Save & Revalidate the entire trial, Save & Add Another record, Save
the record or Cancel by clicking on the buttons at the top or bottom of the page. (See circles in
previous diagram).

Edit a Revenue Record
1. To edit a record click on the hypetlink “View” that corresponds with the record the user wishes to

State Report Manager

Logout: Jed Cicareli Need Help?

Home > District 0101000 > WDE01 District Annual Financial Report (2009-2010) > Latest Trial > All 601Rgffenues

Show: | All 601Revenues I"l

Showing 1-10 of 61 Page of 7 3> > Rows per page: | 10 [v]
Show Search Fields to search for items in the list.
[ i i / Fi ode * eCode FundCode TargetID PaidFrom StudentCount Amount
[ Vew 0 01 81111 (n/a) 0101000 $3,919,085.56
r view 0 01 81120 (n/a) 0101000 $264,726.44
~ vew 0 01 81130 (n/a) 0101000 59,194.48
~ vew 0 o1 81140 (n/a) 0101000 58,081.42
- vew 0 01 81510 (n/a) 0101000 5§26,827.81
~ Vew 0 o1 81590 (n/a) 0101000 $7,028.48
~ Vew 0 o1 81990 (n/a) 0101000 $91,321.81
~ View 0 01 82110 (n/a) 0101000 $978,393.36
[ Vew 01 82120 (n/a) 0101000 $88,182.50
~ view 0 01 82130 (n/a) 0101000 58,635.30

T

Showing 1-10 of 61 Page[ 1]of7[60] 55 53| Rows per page: | 10 | ¥]

@ Note: The user can scroll to other records by clicking on the donble arrow button at the top or bottom of the screen.
The double arrow with the line will jump to the last page of records.

Users can jump to specific pages of records by entering the page number in the box, and selecting GO.

Users can change the amonnt of records on the screen by changing the drop down list titled Rows per page:




2. 'The next screen provides a summary of the record. Click on the Edit button at the top of the screen.

o
State Report Manager

Logout: Jed Need Help?
Home > Diciffft 0101000 > WDEGO1 District Annual Financial Report (2008-2010) > Latest Trial > All 601Revenues > 01 (n/a)

Element Value

DistrictID 0101000

FundGroupCode 01 - General Fund

RevenueSourceCode 81111 - 25 Special District Taxes

FundCode (n/a) - No Fund Avaiable

Targetld [0)‘15%20;; Abany County School

PaidFrom

StudentCount

Amount $3,919,085.56

3. 'The screen will change to drop down lists and field boxes that will allow the user to make the
necessary edits. Users have the option to Save the record, Save & Revalidate the entire trial, or
Cancel the edit by clicking on the buttons at the top or bottom of the page.

o i
State Report Manager

Logout: Jed Cicareli

Need Help?

Home > District 0101000 > WDES01 District Annual Financial Report (2009-2010) > Latest Trial > All §01Revenues > 01 (n/a) > Edit 01 (n/a)

Remember to aiso Update your Student Information System

RevenueSourceCode =

Element Value
Dt -
FundGroupCode * |01 - General Fund v]

81111 - 25 Special District Taxes

FundCode (n/a) - No Fund Available | v

TargetlD * 10101000 - Albany County School District #1 | v
PaidFrom [

StudentCount —

Amount =

D. Expenses File

The functionality of the expenditure file is identical to the revenue file. To add, edit or delete a row, see

Section C. Below is a diagram of how the revenues file appears when opened.

Logout: Jed Cicareli

Show: |/AIl601EXpenses Ol
Showing 1-10 of 639
Show Search Fields to search for items in the list.

-

Page-l of64 >> >>|

Home > District 0101000 > WDEG0L District Annual Financial Report (2008-2010) > Latest Trial > All 601Expenses

Rows per page: | 10 | ¥

Violations ~ FundGroupCode &  FunctionCode ~ ObjectCode  FundCode TargetID PaidTo StudentCount Amount
™ Vew 0 o1 1210 11 (n/a) 0101002 $515,413.29
r Vew 0 oL 1210 113 (n/a) 0101002 $169,859.38
[ Vew 0 oL 1210 211 (/a) 0101002 $42,732.13
T vew 0 oL 1210 213 (v/a) 0101002 $12,739.12
™ Vew 0 oL 1210 21 (v/a) 0101002 $56,954.85
[ Mew 0 oL 1210 23 (n/a) 0101002 $16,518.07
[ Vew 0 oL 1210 21 (n/a) 0101002 $98,491.97
r Vew 0 oL 1210 233 (n/a) 0101002 $139,784.31
r Vew 0 oL 1210 243 (n/a) 0101002 $2,032.06
r view 0 oL 1210 291 (n/a) 0101002 $785.18

O s s
State Report Manager

Need Help?

10




E. Delete a Record
1. On the All 601Revenues screen, select the row of the record(s) you want to delete by clicking on
the empty box to the left of the record. After making row selections, select Delete or Delete &
Revalidate by clicking on the buttons at the top or bottom of the page.

0 ises
State Report Manager

Logout: Jed Cicareli Meed Help?

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > All 601

Show: | All 601Revenues e

Showing 1-10 of 61 Page of 7 >> >3 Rows per page: | 10 | ¥
Show Search Fields to search for items in the list.
[ i i Fi ode * eCode FundCode TargetlD PaidFrom StudentCount Amount
- view 0 01 81111 (nfa) 0101000 $3,919,085.56
- View 01 81120 (nfa) 0101000 $264,726.44
v Yew 0 01 81130 (nfa) 0101000 $9,194.48
 View 0 01 81140 (nfa) 0101000 $8,081.42
r vew 0 01 81510 (n/a) 0101000 $26,827.81
- View 0 01 81590 (nfa) 0101000 $7,028.48
- View 0 01 81990 (nfa) 0101000 $91,321.81
©  vew 0 01 82110 (nfa) 0101000 $978,393.36
r  Vew 0 01 82120 (nfa) 0101000 $88,182.50
(o PO 01 82130 (n/a) 0101000 $8,635.30

=
Showing 1-10 of 61 Page of 7 5> >3 Rows per page: | 10 | ¥

2. Select OK in the confirmation window.

-

Message from webpage

:{/ Delete these records?

[ ok ] [ Cancel

F. Sorting Columns

1. Each column can be sorted in ascending or descending order with a click of the mouse.

a. Click on the column heading to sort either by ascending or descending order. The first
click will sort the column by ascending order. When the same column is clicked again,
the column is sorted in descending order.

P i
State Report Manager

Logout: Jed Cicarell Need Help?

Home > District 0101000 > WDE601 District Annual Financial Report (2009-2010) > Latest Trial > All 601!

show: |/All 601Revenues es
Showing 1-10 of 61 Page| 1]of7 5> >3 Rows per page: | 10 | v
Shouy Search Fields to search for items in the list.
[ iolati F ode eCode * FundCode TargetID PaidFrom StudentCount Amount
~ vew 0 01 81111 (nfa) 0101000 $3,019,085.56
[~ Vew 0 01 81120 (n/a) 0101000 $264,726.44
- Vew 0 01 81130 (nfa) 0101000 $9,194.48
- Vew 0 ot 81140 (nfa) 0101000 $8,081.42
C view 0 80 81170 BOCE 0101000 $83,066.04

11



G. Bond Elections

Users have the option to import bond election files as outlined in Section B or enter them manually. As
most districts will enter these records manually, the process has been outlined below.

1. From the Latest Ttrial screen, select the 601BondElections file on the left of the screen.

'® “ese soun ’
State Report Manager

Logout: Jed Cicareli

Need Help?
Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-15-2010 10:13am

Records Violations Reports

601Revenues Errors Viclations Summary (MS Excel
R09058 - Invald FundCode for DistrictlD 15 Ei

601Expenses 30 B — S WDEGOL Code List (MS Excel)
R09059 - Invalid FundCode for DistrictlD 45 Er

60iBondElections 0 E— 2 WDES01 Detal Report (MS Excel)

601HomeSchools 0 R09063 - Invald FundCode for FundGroupCode, Object Code, and Function Code 3 Errors WDE601 Annual District Report (MS Excel)
R09065 - Invald FundCode for FundGroupCode and RevenueSourceCode 1 Error \WDES01 Expense Pivat (MS Excel
Warnings WDEG01 Revenue Pivot (MS Excel
R09039 - Amount must be greater than zero 5 Warnings

sopmoineses

2. On the next screen, select the Add a record button at the bottom of the screen.

o
State Report Manager

Logout;: Jed Cicareli

INeed Help?

Home > District 0101000 > WDEGD1 District Annual Financial Report (2008-2010) > Latest Trial > All 601BondElections

Show: | All 601BondElections >

Showing 1-0 of 0 Page of 0 Rows per page: | 10 |~
Show Search Fields to search for items in the list.

Violations  ElectionDate *

d.

Passed  Amount

Add a record

3. Enter the required fields in the user interface. After entering data, users have the option to Save

the record, Save and Revalidate the entire trial, or Cancel the edit by clicking on the buttons at
the top or bottom of the page.

State Report Manager

Logout: Jed Cicareli

leed Help?

Home > District 0101000 > WDEGD1 District Annual Financial Report (2009-2010) > Latest Trial > All

ctions > Add Record
Save & Revalidate cancel

Remember to also update your Student Information §

em.
Element Value

DistrictlD ~ *

EectonDate = [ |

Passed * | (not a legal value) |~

Amount

[

Save & Revalidate Cancel

@ Note: The calendar icon to the kft of the ElectionDate freld will allow users to select the appropriate Bond Election
Date.
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H. Home Schools

Users have the option to import their Home School file as outlined in Section B, or enter them manually
As most districts will enter these records manually, the process has been outlined below.

1. From the Latest Ttrial screen, select the 601HomeSchools file on the left of the screen.

State Report Manager
Logout: Jed Cicareli tieed Help?
Home > District 0101000 > WDEGD1 District Annual Financial Report (2008-2010) > Latest Trial
Generated 04-15-2010 10:13am.
Records Violations Reports
601Revenues 61 Errors Violations Summary (MS Excel
R09058 - Invalid FundCode for DistrictID 15 E
601Expenses 5 fuatc tundLode for Jst LI WDE601 Code List (MS Excel)
R09059 - Invalid FundCode for DistrictID 45 Fi
501Bondelections & 0 nvald FLnGL0de for Lsn Trors WDE601 Detai Report (MS Excel)
RO9063 - Invald FundCode for FundGroupCode, Object Code, and Function Code port D
601HomeSchools 0 R09063 - Invalid FundCode for FundGroupCode, Object Code, and Function Code 3 Errors WDE601 Annual District Report (MS Excel
R09065 - Invalid FundCode for FundGi Cod d R S Cod 1E
nval undCode for FundGroupCode an evenuedourceCode rror WDE601 Expense Pivot (MS Excel
Warnings WDE601 Revenue Pivot (MS Excel)
R09039 - Amount must be greater than zero 5 Warnings
preverE—

2. Select the Add a record button at the bottom of the screen.

State Report Manager

Logout: Jed Cicareli

Heed Help?

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > All 601HomeScheols

Show: | All 601HomeSchools [

Showing 1-0 of 0 Page of 0

Rows per page: | 10 |~
Show Search Fields to search for items in the list.

und.
Add a record

PN

3. Enter the required fields in the user interface. After entering data, users have the option to Save

the record, Save and Revalidate the entire trial, or Cancel the edit by clicking on the buttons at
the top or bottom of the page.

2

R esp Solors
State Report Manager

Logout: Jed Cicarelli

Need Help?
Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > All 601HomeSchoals > Add Record

o save & Revalidate -m cancel Jp

Remember to also update your Student Information System

Element Value

DistrictID *
HomeSchools = [ ]
Students L

(* = reguired

Save & Revalidate Cancel

i

@ Note: Districts will only be able to enter one record for all home school and student counts.

13



I. Append or Replace Files

The user can append (add) or replace files at any time of the data input process by uploading new or
additional .CSV files.

1. From the Latest Trial screen, click on the Append / Replace button on the bottom of the
page.

Q o ises
State Report Manager

Logout: Jed Cicareli

leed Help?
Home > District 0101000 > WDE601 District Annual Financial Report (2000-2010) > Latest Trial

Generated 04-16-2010 2:18pm.

Records Violations

Reports
601Revenues 61 Errors Violations Summary (MS Excel
601Expenses 639 R09056 - Invalid FundCode for DistrictID 15 Brrors WDEG01 Code List (MS Excel
e 1 R09059 - Invalid FundCode for DistrictID 45 Errors TR st i (D ]
601HomeSchooks 1 R09063 - Invalid FundCode for FundGroupCode, Object Code, and Function Code 2 Errors WDE01 Annual District Report (MS Excel)
R09085 - Invalid FundCode for FundGroupCode and RevenueSourceCode 1 Error TSR e (g O [
‘Warnings

WDEGD1 Revenue Pivot (MS Excel)

R09039 - Amount must be greater than zero. 5 Warnings

2. 'The user can append (add to) existing records or replace existing records by selecting the
appropriate radio button at the top of the screen.

L)
State Report Manager

Logout: Jed Cicarell

Need Help?
Home > Disrict 1101000 > WDEN! Disrict Annwal Financial Report (20ggfB010n > Import Source Data

® Load one-or-more CSV files and append to existing records in 'Latest Trial

' Load one-or-more CSV fies and replace existing records in 'Latest Trial

Please upload your data fles. You can upload tab-delmited (.TXT) or comma-separated (.CSV) fies. If a file is large, you may zip t first. Uploaded fles must be smaler than 20

MB.

Select File to upload (601Revenue): (optional) C:\Documents and Settings\jcicar\Desktop\601_Rev_import.csv Browse.
Select File to upload (601Expense): (optional) Browse.
Select File to upload (601BondElection): (optional) Browse:
Select File to upload (601HomeSchool): (optional) Browse.

@ Note: If the user selects replace all records, a/l current data for that specific file will be deleted and
replaced with the data in the new import file.

3. Browse to the file location as outlined in Section B.

4. Select the import button at the bottom of the screen (see diagram above). The application
will return to the WDEG601 District Annual Financial Report screen.

14



J. Repair Invalid Data

There are two levels of alerts within the SRM, Warnings and Errors. A Warning is a cautionary
notification. Errors are fatal exceptions and the file cannot be submitted. Any errors must be corrected

before the SRM will allow the user to send the file to WDE. The user must make corrections within the
SRM interface.

@ Note: In addition to making corrections in the SRM, it is imperative that districts make corrections or replace their
source data in order to avoid duplicating errors and archiving inaccnrate data files.

1. From the Latest Trial screen, users will need to review the Violations section as seen in the

diagram below.

State Report Manager

oqout: Jed Cicareli / Need Help?
Home > District 0101000 > WDEG01 District Annual Finangglf Report (2003-2010) > Latest Trial

Generated 04-15-2010 10:13am.

Records Violations Reports

601Revenues 61 Errors Violations Summary (MS Excel
R09058 - Invalid FundCode for DistrictID 156

601Expenses 630 —l e bl Lo frrors WDE601 Code List (MS Excel)
R09059 - Invalid FundCode for DistrictID 45 Ei

601BondEkections 1 it unchode o e 85 WDES0! Detal Report (MS Excel)

601HomeSchook 1 R09063 - Invalid FundCode for FundGroupCode, Object Code, and Function Code 3 Errors WDES01 Annual District Report (MS Excel)
R09065 - Invalid FundCode for FundGroupCode and RevenueSourceCode 1 Error WDE601 Expense Pivot (MS Excel
Warnings WDEG01 Revenue Pivot (MS Excel)
R09039 - Amount must be greater than zero. 5 Warnings

proverr

2. Errors are grouped by rule number. To correct the error, click on the blue link indicating the
violation (See the second arrow in the diagram above).

The next screen will list all of the records that have violated that particular business rule. The user
will select the record that they wish to correct by clicking on the View link to the left of the

record.

State Report Manager

Logout: Jed Cicareli

Need Help?
Home > District 0101000 > WDE601 District Annual Financial Repart (2008-2010) > Latest Trial > 601

R0O9063
Show: | 601Expenses Violating RO9063 |+

Rule R09063: Invald FundCode for FundGroupCode, Object Code, and Function Code

Invaid FundCode for FundGroupCode, Object Code, and Function Code

Showing 1-3 of 3 Page of 1 Rows per page: | 10 | v

Shows Search Fieldgfto search for items in the list.

I Violations FundGroupCode #  FunctionCode ObjectCode FundCode TargetID PaidTo StudentCount Amount

- view 1 20 3470 323 OTHER 0101000 $18,397.55

r View 1 20 3470 323 OTHER 0101000 $35,604.81

r View 1 20 3470 323 OTHER 0101000 $62,227.79
Delete & Revalidate Add a record

@ Note: Users can also delete records from this screen by clicking on the empty box to the left of the record and
clicking on the Delete or Delete & Revalidate button.

15



4. 'The next screen will provide a detail view of the record. The invalid field will be highlighted in
yellow. In addition, a description of the rule will be provided on the right of the screen. To
correct the error, select the Edit button at the top of the screen (see diagram below).

State Report Manager

Logout: Jed Cicarg Heed Help?

Home > Distff 0101000 > WDE601 District Annual Financial Report (2009-2010) > Latest Trial > 601Expenses violating R09063 > 20 OTHER

Element Value

DistrictID 0101000 Changes have been made since the last validation. The following violations may no longer apply.
FundGroupCode 20

FunctionCode 3470 Type  Rule Definition

ObjectCode 323 Error  R09063 Invald FundCode for FundGroupCode, Object Code, and Function Code
FundCode OTHER FundCode must be a vald code for selected FundGroupCode, Object Code, and Function Code
TargetlD 0101000

PaidTo

StudentCount

Amount $18,397.55

4. Make corrections to the record by changing the drop down lists, or input fields. After correcting
the data, users have the option to Save the record, Save & Revalidate the entire trial, or Cancel
the edit by clicking on the buttons at the top or bottom of the page.

State Report Manager

Logout: Jed Cicarelii Need Help?

Home > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > 601Expenses violating R0S063 > 20 OTHER > Edit 20 OTHER

Save & Revalidate: Cancel

Remember to also update your Student Information System

Element Value

DistrictID *

FundGroupCode = | 20 - Special Revenue he -

FunctionCode | 3470 - Major Building and Facility Maintenance > D ]
ObjectCode | 323 - Repairs and Maintenance Services v R ]

FundCode OTHER - Invalid Value v G

Targetdd - ,miﬁsail?rle—dﬁd-a}or Maintenance Pistrit #1 | -

PaidTo OTHER - Tnvalid Value ]

StudentCount [ <

avoure —

(* = reguied

‘ Save & Revalidate -m Cancel '

@ Note: Users can edit warnings in the same manner. It is important that all warnings are reviewed, and corrections are
made where appropriate.

K. Reports

The WDEG01 District Finance Application allows users to print off or store electronically a variety of
reports from a list of fund codes to a pivot table of expenses; or all of the reports in a certain category at
the same time. To access the reports, follow these steps:

16



1. From the Latest Trial screen, users can select and access reports by clicking on the blue links on
the right hand side of the screen under Reports.

o eses
State Report Manager
Logout: Jed Cicareli Need Help?

Home > District 0101000 > WDEG01 District Annual Financial Repart (2009-2010) > Latest Trial

Generated 04-15-2010 4:28pm.

Records Violations Reports

601Revenues 61 Errors Violations Summary (MS Excel
InputDataFileError - Error while accessing data file 1 Error

601Expenses 639 WDE601 Code List (MS Excel
601BondFlections 1 WDEG01 Detai Report (MS Excel
601HomeSchools 1 WDEG01 Annual District Report (MS Excel)

WDE601 Expense Pivot (MS Excel)
WDE601 Revenue Pivot (MS Excel

2. All of the reports available in the WIDEG601 application are in Microsoft Excel format. Once the
user has selected a report, a File Download box will open asking the user if they would like to
Open, Save or Cancel the download. Select the Open button.

a. The Violations Summary Report, will provide the user an error and warning summary
grouped by file. Yellow highlighted cells contain data that is in violation of the business
rules. The second tab will provide a list of errors from uploading data. See diagram

below.
] Microseft Excel - Wde601ViolationsSummary.xls [Read-Only] =
iE] Fle gt vew Insert Fomat Iooks  Daba  Window Help | Adobe PDF Type aquestionforhelp  + o @ X
N EE 3GV E %GBT 9 |8 = - 41 &Ll B 100 - @ 4 <|B LU EEUS % o W SR S A B
Lid 5 ) 12 B 4
Al - # Violations Summary
A B T C T D T E F [ 6 ] H T T

1 [Violafions Summary
| 2 |Record-Level Violations

3
| 4 |Trial NaLatest Trial
| 5 [Trial Da2010-04-15 10:13:08
| 6 |User Na'WDE_Cicarelli
| 7_|Report 12010-04-16 14:23:11

8
19
| 10 |601Revenue
11 | R09058 (Error) Invalid FundCode for DistrictlD
12| DistrictiD F ode ode FundCode TargetiD PaidFrom StudentCount Amount
13| Bio1000 20- Special Revenue 84200 - Restricted Federal Grants-In-Aid  070502T1A00- Titleld 0101000 - Albany County Schoal District #1 §15,733.77
|14 | 101000 20- Special Revenue 64200 - Restricted Federal Grants-In-Aid  0B05025DFS00 - TitlelVA 0101000 - Albany County Schoal District #1 53 624,92
15 | 1101000 20- Special Revenue 54200 - Restricted Federal Grants-In-Aid  0B0502T1A0- Titleld 0101000 - Albany County Schoal District #1 §78,794.72
16 | 1101000 20- Special Revenue 84200 - Restricted Federal Grants-In-Aid ~ 0B0502T2A00 - TitlellA 0101000 - Albany County School District #1 "9 554.51
17| 1101000 20- Special Revenue 54200 - Restricted Federal Grants-In-Aid 08050272000 - TitlelD 0101000 - Albany County Schoal District #1 $5.402.78
18| B101000 20- Special Revenue 84200 - Restricted Federal Grants-In-Aid 0805027500 - TitleWA 0101000 - Albany County School District #1 "§857.95
19| D101000 20- Special Revenue 64200 - Restricted Federal Grants-In-Aid ~ 0B0S02VEADD - Perkins 0101000 - Albany County Schoal District #1 5,106,683
20| Bi01000 20- Special Revenue 54200 - Restricted Federal Grants-In-Aid  0B0502VIB00 - IDEABT1 0101000 - Albany County Schoal District #1 "§34,267.85
[ 21 | 101000 20- Special Revenue 64200 - Restricted Federal Grants-In-Aid  0B0502VIBPOD - IDEA619 0101000 - Albany County Schoal District #1 B2 171
22| 1101000 20- Special Revenue 84200 - Restricted Federal Grants-In-Aid  0905025DFS00 - TitlelVA 0101000 - Albany County Schoal District #1 52 043.08
|23 | 1101000 20- Special Revenue 84200 - Restricted Federal Grants-In-Aid  090502T1A00 - Titleld 0101000 - Albany County Schoal District #1 115,887 6
24| 1101000 20- Special Revenue 54200 - Restricted Federal Grants-In-Aid 09050272400 - Titlellh 0101000 - Albany County Schoal District #1 "§75507.37
| 25 | B101000 20- Special Revenue 84200 - Restricted Federal Grants-In-Aid 09050272000 - TitlellD 0101000 - Albany County School District #1 1 515.11
| 26 | D101000 20- Special Revenue 64200 - Restricted Federal Grants-In-Aid ~ 090502VEADD - Perkins 0101000 - Albany County Schoal District #1 "§16.647 21
27 | Bio1000 20- Special Revenue 54200 - Restricted Federal Grants-In-Aid  090502VIB00 - IDEABT1 0101000 - Albany County Schoal District #1 51416261
2
29| R09065 (Error) Invalid FundCode for F ode and ode
El DistrictiD F ode ode FundCode TargetlD PaidFrom StudentCount Amount
El 101000 20- Special Revenue 83170 - Major Building and Facility Mainten: OTHER - Other 0101000 - Albany County Schoal District #1 "§517 BB5.4
B
| 33 601Expense
Ea R09039 (Warni Amount must be greater than zero.
E3 DistrictiD FundGroupCode FunctionCode ObjectCode FundCode TargetlD PaidTo StudentCo
E3 101000 il 11530 32 (n/a) 101002
37 | 101000 20 1200 00 DB0502vIBPOI0 101000
E3 1101000 il "1200 oo SR SCHL 101000
El 0101000 20 "1200 270 0805021800 ‘0101000
40| 101000 20 210 500 0805021800 101000

4
| 42| R09059 (Error) Invalid FundCode for DistrictiD

42 Nictrist N indCrannCada CunctianCada NhiartCada Fundfada Taraatin DaidTa Coudantn Y
W« <> »i\Reord-Level Viglations - Submission-Level Vidstans < >l
Ready UM
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b. The WDEG601 Code Lists report provides all valid Fund codes, Function Codes, Object
Codes, Revenue Source Codes, and Target IDs for the user’s specific district. All of the
codes will be grouped on separate tabs. (see diagram below)

2] Microsoft Excel - wde601Codes[1].xts (M=
PE] Fle Edt View Insert Format Jools Data  Window Help  Adobe POF Type aquestion forhelp - @ X
NEE RS RFE G e 8 - S Rt m @Bl - B iz O A 2
i ot o I Wer RS | & 1§21 |, ¥4 Repity with Changes... End Review, " ool [ il |
Al - A 471672010 2:29:20 PW
A B [ ¢ T o [ E [ F | & [0 T v T L [ wy

1 April 18, 2010}
| 2 |
| 3|
| 4 | WDE601 Fund Codes
5 Albany County School District #1

6
| 7|

& |[Fund Groups A
ENT General Fund 1
10 [20 Special Revenue
1130 Capital Projects
|12 [10 Debt Senice
| 13 [15 Permanent Funds
|14 50 Enterptise Funds
15 60 Intemal Service
| 16 [70 Private Purpose Trust Funds
| 17 [30 Agency Funds

| 18 /85 Pension (and other employee benefit) Trust Funds

|19 57 Investment Trust

20

21 |Afunds

| 22 BOCE BOCES

| 23 |HLTH Health Insurance

| 24 |OTHR Other

|25 PeR Parks & Rec

| 26 |PAF Pupil Activity Fund

| 27 |RET Early Retirement

|28

24 |Cfunds

| 30 ARRA-OTHER _ ARRA-OTHER

| 31 |CAP CON Capital Construction SFC

|32 |OTHER Other

33|

34 Efunds

|35 |ARRA ARRA

EAi Fresh Fruit and Vegetable Program

| 37 FOOD Food Serice

| 35 |OTHR Other v
1 4 » v Fund Codes  Function Codes { Object Codes { Revenue Sources [ Targets / < I >
Ready UM

c. The WDEG601 Detail Report contains all of the district expenses, revenues, tuition
expenses and revenues, bond elections, and home school records. All of the line item

records are grouped on separate tabs.

3] Microsoft Excel - wde601Detail[1].xls | [=<]
(5] Fle Edt View Insert Formst Tooks Dats  Window Help  Adobe POF Type aquestionforhelp  » _ @ X
RNER RENI= RN N RN SR RN N I 1L L 2N R I AR RN R E
e Tk st W7 W LY O L2308 | xorephywih changes . Endrevien JI i S 8 i B9 Fe
A9 ~ A D1
A ] B [ © [ b [ E ] F [ 6 [ H | [ M N[ © P~
|1 April 16, 2010 3
2
=N
|4 All Expenses
|5 | Albany County School District #1
3
7
Fund
Group Function Function Object Object Fund

g |Code Code Roll-up Code Roll-up Code TargetlD  Amount
(10 01 331 Frxx 292 2 (nfa) 0101002 89.91
|11 01 5331 3ot %293 2w (néa) ‘101002 167.01
12 01 3331 Bk B9 3w (/) 101002 6,715.03
|13 01 5331 Fiox 832 3 (n/a) 101002 783.80
|14 01 5331 Fiox 550 3 (nfa) 101002 8,229 47
|15 01 5331 3 385 Fxx (nfa) ‘101002 12,433.63
| 16 01 5331 S 310 Axx (néa) ‘101002 5,423.68
|17 [B1 5331 Jioex 1 A (nia) B101002 23080
|18 [01 5331 Fiox Ba0 Bix (nfa) 101002 744.40
|19 01 3380 Fnoxx 312 3 (nfa) 101002 20,390.57
| 20 (01 5350 3ot 317 EIT] (néa) ‘101002 EREl
21 01 3350 Bk 32 3 (/) 101002 717.52
|22 01 5350 Fiox 583 3 (n/a) 101002 8,000 69
|23 01 5360 Fiox "84 3 (nfa) 101002 128.69
|24 01 5350 3 540 Bxx (nfa) ‘101002 5,194.19
|25 3110 3o 13 1xx (néa) ‘101002 55,180.43
| 26 (01 5410 Jioex 213 2 (nia) B101002 422175
|27 01 5410 Fiox %23 x (n/a) 101002 594913
| 28 01 5410 Fnoxx 233 2 (nfa) 101002 15,5620.37
| 29 01 5410 Zoc %243 2xx (néa) ‘101002 105817
130 (01 410 Bk 293 2xx (/) 101002 89.44
|31 01 5420 Fioex 13 1xx (n/a) B101002 104315
A 5420 Fiox 213 2ux (nfa) B80.62
E=N 5420 3 223 2xx (nfa) 117,61
EN 5120 3o 233 2 (néa) 482,62
135 01 3420 Buxx 243 2xx (n/a) 2163
| 36 01 5420 Fiox %93 x (n/a) 394
|37 01 54z Fnnx 7] Jux (a) Dio1002 717.20 v
W 4 » HP\All Expenses ¢ All Reverues { Tuition Expenses [ Tuition Reverues { Bond Elections { Home Schacls / 1< i >
Ready UM
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d. The WDEG601 Annual District Report provides a financial summary of total revenues
and expenditures grouped by fund group. At the bottom of the form you will see a
summary of Transportation Expenditures.

2] Microsoft Excel - wde601AnnualSummary[1]. xts (M=%
B Fle Edi View Insert Formst Tools Data  Window Help  Adobe FDF Typeaquestionforhelp = _ & X
HRN=A" NEYIS RNk d - NEE RS A RRNERAT - N1 1 ¥ NN " EELIR R - '} 3 bR O A B
g g g iEs K L2 B A | e Replnih changes. . EndRvien. (M 0 i £ B o0
Al v fe 416/2010 2:34:39 PM
A B [ ¢ T o T e[ F T e [ H T 1 T J [ Kg

1 April 16, 20101
|2 |
| 3|
| 4| 'WDE601 Annual District Report
5 | Albany County Schoal District #1
| B |
| 7

8 |Fund Groups Revenues Expenditures
| 807 - General Fund $10,265,148.27 $10,211,137.62
| 10|20 - Special Revenue $1,328917 57 $1,947 556.92
| 1130 - Capital Prajects $1.221 523.60 $2,418,015.10
| 12 |40 - Debt Service $376,121.18 $338,198.98
| 1345 - Permanent Funds 50.00 $0.00
| 1450 - Enterprise Funds $537 041.45 $437,107.28

| 15 |60 - Internal Semice 50.00 $0.00

| 1670 - Private Purpose Trust Funds 50.00 $0.00

| 17 |80 - Agency Funds $301,078.20 $276,734.60

| 1885 - Pension (and other employee benefit) Trust Funds 50.00 $0.00

| 19|87 - Investment Trust 50.00 $0.00

20

|21 |

22 | Other Summaries Expenditures

| 23 | Transportation $710,854.95

| 24

|25 |

| 26 | 1. Debt Services- Flease maif Debt Service Schedule if new or refunding issues

| 27 | 2. Tramsportation Expencitures - Should match WOE 103 Tetal Transportation Expenditures *

*This mateh will ROt OCCUr If & cisrict reported & e tax reimibursement or & bus sale - the diference wil

| 28 | be those revenue emounts

| 29

=

Eil

| 32 -
4y W\ Summary / < 2l
Ready NUM

L. Configure Pivot Reports
The last two reports are pivot reports for expenditure and revenues that allow the user to configure the
codes they wish to see. The following steps outline how to configure and download pivot reports.

1. From the Latest Trial screen, select WDEG01 Expenses Pivot or WDEG01 Revenues Pivot.

State Report Manager
Logout: Jed Cicarell Need Help?

Home > District 0101000 > WDEGD1 District Annual Financial Report (2009-2010) > Latest Trial

Generated 04-15-2010 4:28pm

Records Violations Reports

601Revenues 61 Errors Violations Summary (MS Excel
InputDataFileE - Ei wohil data file 1 Ei . )

A — 630 nputDataFieError - Error whie accessing data file rror Ty —

601BondElections 1 WDE601 Detai Report (MS Excel)

601HomeSchools 1 WDE601 Annual District Report (MS el

WDE601 Expense Pivot (MS Excel)
WDEG01 Revenue Pivot (MS Excel
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2. Use the scrolling lists to select the ranges of data to be included in the pivot report.

State Report Manager

Logout: Jed Cicareli Need Help?

Homme > District 0101000 > WDEG01 District Annual Financial Report (2009-2010) > Latest Trial > Report Filter

Prguide=ralugg for the fitered fields below.

FundGroupCode All

01 - General Fund
20 - Special Revenue
30 - Capital Projects
40 - Debt Service i

FunctionCode All

1110 - Elementary

1120 - Junior High or Middle Schools

1130 - Secondary

1200 - Special Instruction

ObjectCode All

100 - Personal Services-Salaries

110 - Salaries of Regular Employees

111 - Reqular Salaries for Certified Personnel

112 - Regular Salaries for Professional Non-Certified Personnel

Value

>

mE

[

FundCode All

(n/a) - No Fund Available
080502SDF500 - TitleIVA
080502T1A00 - TitleIA

080502T2A00 - TitleIIA v \

TargetlD [
10101000 - Albany County School District #1 !
0101002 - Beitel Elementary

]

@ Note: Users can select multiple codes by holding down the control key and clicking on the codes they wish to
include in the report. (See diagram above)

3. Select the Run Report button on the top or bottom of the screen (see diagram above).

4. 'The pivot table will open in excel format like the other reports. At the bottom of the screen will
be a table showing what codes were filtered on for the report (see diagram below).

28 Microsoft Excel - wde601ExpensePivot[1].xls [B=x]
(B Fle Edit Wew [nsert Fgmat Joos Data  Window Help  AdobePDF Type a question For help— + _ & X
PNEE G E R BB F B s bR @B B U E ] 5 O A

N W Wat B W | NE 1§ | ¥4 Reply with Changes... End Revievi... Big =i o BT e

Al - A& 4162010 2:48:10 PM
A [ B [ C [ D [ E [ F I G | H | | | J | K | L | M

1 Apiil 16,2010] |
(2] WDE601 Expense Pivot
[ 3| Albany County Schoal District #1

4
5| 1xx 2xx 3xx 4xx Total
|6 1110 1,308.71 | | 1,208 71
|7 [ 1130 214831 | | 214821
| 8 [ 1200 40271211 | 12024040  &22,861.70
| 5 | Total| 40271211 3,357.92 000/ 12024958 526,319.62

10
| Filters
[12] FundGroupCode
[13] Al
|14
115 FunctionCode
116 " 110
7| 1130
|18 1200
BEN
|20 ObjectCode
|21 . 100) 4
|22 | " 110 3
123 " 12
124 - 212
125 - 340
|26 400
E
|28 FundCode
|29 Al
|30

Ell TargetiD

o
8
=

e
T|m|E

@ Note: For archiving and audit purposes, please keep at least one copy of each report in a secure location.
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M. Send to WDE
Once all errors have been corrected and warnings have been reviewed, the data is ready to be sent to the
WDE.

1. Navigate to the WDEG601 District Annual Report screen. The Send to WDE button will turn
blue when all errors have been corrected.

State Report Manager

Logout: Jed Cicareli Need Help?
Home > District 0101000 > WDEG601 District Annual Financial Report (2009-2010)

Latest Trial
Generated: 04-22-2010 11:52am

Errors (0 Records (374 Reports

Submitted: This state report has not yet been sent to WDE.

2. Check the box certifying the data being submitted is accurate and click on the Send to WDE
button.

State Report Manager

Logout: Jed Cicarell Need Help?

Home > District 0101000 > Send to WDE

Name: [sent Trial |

[ 1 certify that this trial is accurate and can be sent to the Wyoming Department of Education. This action cannot be revoked.

/

\

@ Note: To reapen a certified trial follow the instructions ontlined in Section O.

Certified trials are uploaded to the WDE on the top of each hour. An email notification will be sent to the Business
Manager and SRM contact once the file is uploaded to the WDE database.
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N. Downloading Files

The files submitted to the WDE can be downloaded from the SRM. This step can be done at any time.
However, it is important the districts download and archive their data after certifying and submitting to
the WDE. A copy should always be saved in a secure location for auditing purposes. These files may also
prove useful to reconcile any questions that may arise with the Data Collection Steward. It is essential for
each district to archive a copy of the certified WDEG01 submission in order to complete the data
validation process in September.

1. From the Latest Trial screen, click on the Download button on the bottom of the page.

State Report Manager

Logout: Jed Cicarell

Need Help?
Home > District 0101000 > WDEG01 District Annual Financial Report (2000-2010) > Latest Trial

Generated 04-16-2010 2:18pm.

Records Violations Reports
601Revenues 61 Errors Violations Summary (MS Excel
R09058 - Invalid FundCode for DistrictID 15 E
601Expenses 639 el Fune-ode for SEtT 2 WDEB01 Code List (MS Excel
R09059 - Invalid FundCode for DistrictID 45 Fi
601BondFlections 1 I — o WDEG01 Detai Report (MS Excel
RU2UGS - Invald FundCode for Fundbrouptode, Ubject Lode, and Function Lode £ EITors
601HomeSchook 1 R09063 - Invald FundCode for FundGroupCode, Object Code, and Function Code 2 Errors WDES01 Annual District Report (M Excel)
R09065 - Invald FundCode for FundGroupCode and RevenueSourceCode 1 Error WDES01 Expense Pivot (MS Excel)
Warnings WDE601 Revenue Pivot (MS Excel)
R09039 - Amount must be greater than zero. 5 Warnings
Bovent e

2. A file download window will appear asking the user to Open, Save or Cancel the download.

File Download

Do you want to open or save this file?

[|%|! Mame: AlRecords.zip
Type: Compressed (zipped) Folder, 6.36KE

From: casperapp.kl2.wy.us

| Open || Save | [ Cancel |

| -3 ‘-l YWhile files from the Internet can be useful, some files can patentially
Q harm pour computer, IF wou do not trust the source, do not open or
= save this file. what s the risk?

@ Note: All four files (revenues, expenditure, bond election, and home school) are contained in one .ZIP file.
The user can save the complete .Z1P file or open the download to view all four files
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a. If the user selects Open, a temporary file window will open with all four .CSV files.

£ AlRecords[1].zip =Jo&d
.:!r

File Edit ‘Wiew Favorites Tools  Help
1 ) ) =
& Back \_) lﬁ P Search i Folders
i
Address |[E Ci\Documents and SettingstjcicariLocal Settings! Temporary Internet FiIes'l,Content.IEM G0

RS ) 5 5 5

27 Extract allfiles 601BondElecti 601Expens... 601HomeSc... 601Revenu...
an.csy

»

Other Places

@ MOERESLE
B My Docurnents
&) My Metwark Places

kel

Details

AllRecords[1].zip
Compressed (zipped) Folder

b. If the user selects Save from the download window, another window will open asking
the user where to save the file. Browse to the location where you would like to store the

file.
Save As
Save jr M Q ? ¥ v
T @ 6led4fleb452002f65e0b
i 23 1) audit
My Recent [CIDELL
Documents |23 Documents and Settings
= [ Inkel
[ CIMBA
Desklop M3OCache
[Coracle
) Personal
| Program Files
ky Documents Dreve
2 WINDOWS
Iy Computer
™ File name: |AIIF| ecords.zip M [ Save ]
My MNetwork, | Save as type: | Compreszed [zipped) Folder M [ Cancel ]

@ Note: Be sure to date the file for proper archiving purposes.

0. Reopening a Certified Trial

1. Loginto the SRM as outlined in Section A steps 1-6.
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2. Locate the WDEG601 District Annual Financial Report collection under Current State
Reports. Click on the blue link “Sent Trial” that corresponds to the trials you wish to open.

State Report Manager

Logout: Jed Cicareli

Need Help?

tHome > District 0101000

Welcome to the Wyoming Department of Education State Report Manager
WDE has identified the folowing state reports. Please select a state report by clicking on a name below:

Current State Reports

Name Trial Nat Trial Date Submission Status

WDEG01 District Annual Financial Report (2009-2010)  Sent Trial 10-08-2010 1:08prm  SENT

3. Click on the orange “New Trial” circle near the top left of the screen.

6> 50 o
State Report Manager

Loaout: Jed Cicareli

Need Help?
Home > District 010 4fi0 > WDE601 District Annual Financial Report (2009-2010)

Latest Trial

DE
Generated: 04-15-2010 10:13am I@ %
@- m Errors (64 Records (700! Reports

Warnings (5

Submitted: This state report has not yet been sent to WDE.

4. Select “Copy and Revalidate”

5. A new trial will be created that is an exact duplicate of the certified trial. The SRM will now allow the
user to edit records (Section C), recertify and resubmit to the WDE (Section M).
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Appendix A: How to create a .CSV file

Before creating a data file for upload, review the data elements document available on the WISE

website: http://portals.edu.wyoming.gov/WISE/. The data element document contains definitions

of each required element, accepted values, and the proper layout.

There are 4 files that can be imported into the WDEG01: Revenues, Expenses, BondElections, and
HomeSchools. Most districts will only import Revenues and Expenses. Specific instructions are
provided below on how to create a .CSV file for importing into the WDEGO1.

1. Open an excel file and create the column headings as seen on the diagrams below. Make sure
the names appear exactly the same as they do on the diagram. Enter line item records under the

columns names as seen below.

@ Note: if there is no fund code associate with a particular record, leave the field blanfk.

Revenue Format: NUMBER
TEXT NUMBER TEXT NUMBER (2 Decimals, No

A\ \ Comma)

@_] File Edit Insert  Format  Tools Dfta  Window Help  Ado 1D
Jﬁﬂ L.},I'f?ﬁllaé-ajlﬁ. |98 ZANGE B0 45 100} - @) 2§ Calbri

| [ =y -4 | Je Reply with ghanges...ﬁndR view...\ii fon| 5 E\g 5
\

03 / - \ ﬁe /
MT 45 T oy T of The Ty [ §o T wy]
iDlstrlcﬂD FundGroupCode RevenueSourceCode FundCode TargetlD PaidFrom StudentCount Amount
| 2 [0101000 01 84200 090101T1A00 0101000 9456.11
3 [or01000 01 81120 ‘0101000 264726.44
4 [o101000 01 81130 ‘0101000 9194.48
5 [o101000 01 81140 ‘0101000 8081.42
| 6 [0101000 01 81510 ‘0101000 26827.81
7 [o101000 01 81590 ‘0101000 7028.48
8 [o101000 01 81990 "0101000 91321.81
| 9 [0101000 01 82110 ‘0101000 978393.36
Expenditure Format: NUMBER
p 'EEXT NUI)‘/IBER TEXT  NUMBER (2 Decimals, No
Y,
E_] File  Edit Ein\a;/és tt Format  Tools Q57 \ﬂindow Help  Adobe P[;/ Comma)
R R=N" WY |Y B @9 - -8 F - RN 100% § @ 2 cali I
..] et | .J/S 1 o @j |/ - Re&ly with Changes. .. Endﬁview... ) g l
& / ¥ /
A K| BY | cv | Yo | K | H | 1 v]
LDISHIHID FundGroupCode FunctionCode ObjectCode FundCode TargetlD PaidTe StudentCount Amount
B fo101000 01 1210 111 ‘0101002 515413.29
| 3 0101000 01 1210 113 ‘0101002 169859.38
4 [o101000 01 1210 211 ‘0101002 42732.13
| 5 0101000 01 1210 213 ‘0101002 12739.12
| 6 [0101000 01 1210 221 ‘0101002 56954.85
| 7 [o101000 01 1210 233 "0101002 139784.31
8 [0101000 20 1200 100 090101T1A00 0101000 12824.56
| 9 [0101000 20 1200 100 090101VIBPOO 0101000 399,52
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2. Format the columns as demonstrated below.

a. Select the column by right clicking on the column heading.

(E Rle  Edit window
HIRRE=A" RSS2 N e s A

ERER Wt Wt REA W7o B |

Wieww Imsert  Format  Tools  Data Help  Adobe PODF

| @z - 4] 2] |4l 4 100 .@.5511 - B |
| [ By (§-a | ¥ Reply with Changes... End Review... HQBE E‘B

H1 hd A Amount
A | B | c | D | e | £ | G
| 1 |DistrictiD FundGroupCode RevenueSourceCode FundCode TargetlD PaidFrom StudentCount [Amount
| 2 [o101000 01 81120 ‘0101000 264726.44
3 fo101000 01 83111 "0101000 4284.13

b. Under the Format menu, select Cells...

/

sert | Formak | Tools / Data  Window ueld
| sl o Cells... cret |
Floww 3
| ang
3 Calurin »
Sheet 3 o
upCa AutoFormat. .. dCqg
Conditional Farmatting. ..
I Style...
oIIow
83160

c. Select the correct Category and Decimal places from the format menu. Click on

OK.

—
Format Cells/
Alignment Font Border | Patterns | protection

Category: Sample

General Amaount

Mumber

Currency Decimal places: |2 {ﬁ

Accounking

Date

Tirne: [ use 1000 Separatar 3

Percentage Megative numbers:

Fraction e .

Scientific

Texk 1234.10

Special (1234.10)

Custom (1234,10)
Murnber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary walue,

Ok ] [ Cancel
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3. Under the File menu, click on Save As...

@ Microsoft Excel - Book1
HE

File | Edit  Wiew
[ Open.. Ctrl

Save As...

,_.
-
£l

L [

Page Setup. ..

ol %

A Print Preview
=4 Print...  Chrl+P

¥

o=l | 6]

4. Name the file and save it to a secure location In the bottom drop down box labeled Save as
type: select CSV (Comma delimited) (*.csv) (see diagram below)

Save As @
Save in: (5 0101000 Testing v @ B XCiE-
5 My Recent ~$601_Rev_impornatcsvt,xlsx
Documents | \E1601_Exp_importNOT CSW s
(@ Deskton E2)601_Rev_jmpornotcsyt.xsx
=4 My
O ocuments
QM
Computer
) My Network.
Hpinces
File niame: 601_Rev_import.xlsx v
Save 55 tYPE! | Eycal Workbook (* xlsi)
Unicads Text (* ) ~
ML Spreadshest 2003 (*.xml) |
Tools -] Microsoft Excel 5.0{95 Workbook (*. A Cancel
CS¥ (Comma delimited) (¥, csw)

5. Click on Save.

6. Excel will prompt the user to keep this format, select Yes.

Microsoft Office Excel

601_Rev_import,csv may contain features that are not compgible with C5Y {Comma delimited). Do you want to keep the workbook in this Format?

.
‘EJ) + To keep this format, which leaves out any incompatible fgltures, click Yes,
+ To preserve the features, click Mo, Then save a copy igfthe latest Excel format,
+ To see what might be lost, click Help.

7. IMPORTANT: When the user closes the file, Excel will ask if you want to save the changes
you made to the file. Select No. The file is now saved and ready to be uploaded to the SRM.
Refer to Section B for uploading a .CSV file.

Microsoft Office Excel /

! E Do you wank o save the changegdfou made to '601_Rev_jmport.csy'?

fes | [ Mo ] [Cancel

@ Note: If you regpen the file before uploading, you will have to reformat the columns before saving again.
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Appendix B: Frequently Asked Questions

General Questions

#  Question Answer
1 Whom do I contact regarding Kim Motrow - 307-777-6000 ot kimbetly.motrrow(@wyo.gov
content questions?
2 Whom do I contact regarding Leslie Zimmerschied — 307-777-8751 or leslie.zimmerschied@wyo.gov
submission questions or
problems?
3  Whom do I contact regarding Your district’s WISE Coordinator
Username and Passwords for
the SRM?
4 Who do I Contact tegarding the  Leslie Zimmerschied — 307-777-8751 or leslie.zimmerschied@wyo.gov
WISE project as a whole?
5  Where can I find more http://portals.eduwyoming.gov/WISE
information on the data
elements within this collection?
6 Where can I locate the school http://edu.wyoming.gov/Libraries/Fiscal/Acct Manual 2012 Apr

district accounting manual?

.sflb.ashx

General Fund (01) Reporting Questions

# Question Answer

1 Where do I report School Revenue: 01 / 83110 / Target / Amount
Foundation funding? Expense: 01 / Function / Object / Target / Amount

2 Whete do I report audit Revenue: 01 / 83111 / Target / Amount (+/-)
adjustments?

3 Where do I report Cooperative  Revenue: 01 / 83360 / Target / Amount
Setvices (Grant from the State)? ~ Expense: 01 / Function / Object / Tatget / Amount

4 Where do I report Revenue: 01 / 83290 / Target / Amount
reimbursement for the Expense: 01 / Function / Object / Target / Amount
employer’s share of the
retirement contribution increase
(WDE109)?

5  Whete do I report Revenue: 01 / 83290 / Target / Amount
reimbursement for the employee  Expense: 01 / Function / Object / Tatget / Amount
rentention incentive payments
(WDE702)?

6  Where do I report tuition Revenue: 01 / 81322 / Target / Amount
revenues received from other
districts for students placed in a
juvenile detention facility?

7  Whete do I repott revenue Revenue: 01 / 81321 / Target / Amount
received from other districts for
distance education tuition?

8  Where do I report School Principal Payments: 01 / 83191 / Target / Negative amount
Foundation loan interest and Interest Expense: 01 / 6400 / 630 / Target / Amount
principal payments?
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Special Revenues (20) Reporting Questions

#  Question Answer
1 Where do I report Summer Revenue: 20 / 83200 / SMR SCHL / Amount
School (Bridges Grant)? Expense: 20 / Function / Object / SMR SCHL / Target / Amount
2 Where do I report major Revenue: 20 / 83170 / MA] MNT / Tatget / Amount
maintenance? Expense: 20 / 3470 / Object / MAJ] MNT / Tatget / Amount
3  Where do I report Instructional ~ Revenue: 20 / 83200 / INST FACIL / *Target (District ID) / Amount
Facilitators? Expense: 20 / Function Code / Object / INST FACIL / *Tatget (School
ID) / Amount
Returned monies: 20 / 85000 / INST FACIL / Target / Negative
Amount
Subsidized from General Fund: 20 / 85201 / INST FACIL / Tatget /
Amount
Report IF Expenditure data by SCHOOL.
4 Wherte do I report National Revenue: 20 / 83200 / NTL BD CRT / Target / Amount
Board Certified Teachers? Expense: 20 / Function Codes 1xxx’s & 2xxx’s) / Objects 1xx’s or 2xx’s
/ NTL BD CRT / Target / Amount
5  Whete do I repott returned 20 / 85000 / Fund Code / Target / Negative Amount
federal grants?
6  Where do I report special Revenue: 20 / 84200 / Fund code (project id) / Target / amount
revenue federal grant monies? Expense: 20 / Function / Object / Fund code (project id) / Target /
Amount
7  Whete do I report state Distance ~ Revenue: 20 / 83200 / DIST EDUC / Amount
Education Grant monies? Expense: 20 / Function / Object / DIST EDUC / Target / Amount
8  Where do I report ARRA federal ~ARRA revenues are reported in the same manner as special revenue
revenues? federal grants monies. For example, Title I-A ARRA monies would be
reported using the federal project code “100101TIAA0Q’.
Revenue: 20 / 84200 / Fund code (project id) / Target / amount
Expense: 20 / Function / Object / Fund code (project id) / Target /
Amount
9  Where do I report ARRA Revenue: 20 / Revenue Source Code / ARRA-OTHER / Target /
monies received from an agency  amount
other than pass through from the  Expense: 20 / Function / Object / ARRA-OTHER / Target / Amount
state?
10  Whete do I report Education Revenue: 20 / 84200 / ED JOBS / Tatget / amount
Jobs Fund revenues and Expense: 20 / Function / Object (1xx and 2xx)/ ED JOBS / Target /
expenditures? Amount

Capital Projects (30) Reporting Questions

#  Question Answer
1 Whete do I repott capital Revenue: 30 / 83250 / *CAP CON / Target / Amount
construction? Expense: 30 / Function / Object / *CAP CON / Target / Amount
*Report minor Capital Projects here as well.
2 Where do I report a new bond Revenue: 30 / 85111 / Target / Amount
issue? Expense: 30 / Function / Object / Target / Amount
3 Where do I report costs Expense: 30/ Function (6100) / Object (711) / Target / Amount

associated with the issuance of a
bond.
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Debt Service (40) Reporting Questions

#  Question Answer
1 Whete do I report a bond Revenue: 40 / 85112 / OTHER / Target / Amount
refunding? Expense: 40 / Function (6100) / Object (730) / OTHER / Target /
Amount
2 Where do I report bond and Revenue: 40 / 81200 / OTHER / Target / Amount
Interest levies?
3  Howdo I tepott eatly Revenue: 40 / Revenue Source Code / RET / Tatget / Amount

retirement obligations that are
classified as Debt Service?

Expense: 40 / Function / Object / RET / Target / Amount

Enterprise (50) Reporting Questions

#  Question Answer

1 Wherte do I report Food Revenue: 50 / *Revenue Source Code (Local, Fed.) / FOOD / Amount
Service? Expense: 50 / Function (4100) / Object / FOOD / Tatget / Amount

Breakout food sales instead of using roll-up codes.

2 Whete do I report food service Revenue: 50 / 83200 / FOOD / Tatget / Amount
that is financial assistance from Expense: 50 / Function (4100) / Object / FOOD / Tatget / Amount
the state?

3 Whete do I report food service  Revenue: 50 / 81615 / FOOD / Tatget /Amount
supplemental assistance?

4 Whete do I report other Revenue: 50 / Revenue Source Code / OTHER / Target / Amount
Enterprise operations? Expense: 50 / Function (4200) / Object / OTHER / Target / Amount

5  Where do I report subsidized Revenue: The revenue will be reported directly into the 50 Fund (81615)
food service? Expense: 01 / 4100 / 461 / Target / Amount

6  Whete do I report revenues Revenue: 50 / 84200 / FFVP / Tatget / Amount
from the Fresh Fruit and Expense: 50 / Function / Object / FEVP / Tatget / Amount
Vegetable program (FFVP)?

7  Whete do I report ARRA Revenue: 50 / 84200 / ARRA / Tatget / Amount
monies for food service Expense: 50 / Function / Object / ARRA / Target / Amount
equipment?

8  Where do I record Team Revenue: 50 / 84200 / TEAM / Tatget / Amount

Nutrition grant monies?

Expense: 50 / Function / Object / TEAM / Tatrget / Amount

Appendix C: Other Reporting Tips

Transfers Out:

o If using Objects 721-729, then must use Function 6200.
o If making a transfer-out entry, then record the corresponding transfer-in entry.

Continue reporting with the greatest level detail possible for Activities and Food Service.

Food Service Reporting recap:

o Allowable expenses: 50/4100/object/ FOOD /target/amount
o Non-Allowable expenses: 50/4190/object/ FOOD/target/amount
o Subsidy revenue: 50/81615/FOOD/target/amount
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o Subsidy expense: (meal rate below statewide average): 50/4190/461/FOOD/target/amount

e Review business rules before report submission to ensure accuracy.

Appendix D: Upcoming ltems

For 2014-15 all SRM collections will provide a submission notification when a trial is certified and
transmitted to the WDE. An email notification will be sent to business managers when the SRM
connects to the WDE database (on the top of each hour).

Districts will now be able to report school-level target IDs for tuition expenditures.

The fund code, ‘RET, is available for reporting Early Retirement obligations in the Debt Service
fund.
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Glossary of Terms

A

Append

The process of adding records to a file by uploading additional records in .CSV format.
B

Backup trial

For a particular data collection, a trial that has been saved but not certified. You can only have one
backup trial per collection. If a backup already exists when you save a trial, the older backup is
deleted.

C

Certified trial

For a particular data collection, a trial that has been run without errors, certified by the reporting
party as accurate, and has been submitted to the WDE. Also known as a Sent trial or a Submitted
trial. Once a trial has been certified the action cannot be revoked.

Collection
The gathering of specific data for reporting purposes. It can also refer to the set of data that is
gathered.

.CSV
(Comma Separated Value) A file format used by the SRM to upload data.

E

Error

An instance in which data does not meet the WDE requirements for a particular characteristic. An
error is a problem that is serious enough that a trial cannot be certified and submitted until all errors
are corrected. An error is a type of violation.

L

Latest trial
For a particular data collection, a trial that has been run but not saved. A latest trial is discarded
when a new trial is run unless it is explicitly saved.

R

Record

A defined set of related information stored in a standard way to enable comparison of different
records of the same type. For example, each expenditure record has the fields: DistrictID,
FundGroupCode, FunctionCode, ObjectCode, FundCode, TargetID, PaidTo, StudentCount and
Amount. The data files uploaded to Wyoming SRM are made up of records.

Rules
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The validation criteria by which trial data is judged. For example, a revenue record cannot have a
blank amount.

T

Trial
The attempted validation of a particular data file according to rules established by the WDE.

A%

Violation

An instance in which data does not meet the WDE requirements for a particular characteristic.
Violations that are serious enough to prevent certification and submission of a trial are errors;
violations that do not prevent certification and submission of a trial are warnings.

\\4

Warning

An instance in which data does not meet the WDE requirements for a particular characteristic. A
warning, although it is serious enough to be identified, will not prevent a trial from being certified
and submitted. A warning is a type of violation.

Wyoming Integrated Statewide Education Data System (WISE)
WISE is a system that connects existing software systems and databases within local school districts
throughout Wyoming.

Z

ZIP file
A computer file containing the zipped (compressed) contents of one or more files.
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